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Prepare Form -1, & six-part snap out form,

1OCATOR FOR CCRRFSPONDENCE IM PROCFS===File
copy #2 alphabetically by source. This file
serves as a finding media for all incoming
communications in process and is destroyed
when action is completeds

IN AND OUI LOGe==Tile copy #3 by d=te in the
tincompleten file. when action has been com-
pleted, withdraw this copy and refile in the
rcompleted® fild. '

Attach copies 1, L, 5, and 6 to the communic a=
tion and forward to Staff Merber.

when it is necessary tc refer the comsunication
to a secord Staff Member, note the referral on
Form 35=1, Detsch copy B, ané forward to the
DD/S Registry where it 1s destroyed after the
information relative to the referral is tran-
scribed to copy #2

In case of a second and third referrals detach
copies 5 and 6 and forward in same manner as
copy #Li.

SOURCH INDEX TO FILFD CORRFSPONDINCE--=Receive
copy #1 with correspondence when all necessary
action has been taken, Classify the record copy -
of the correspondence by subject and file, Dis-
patch the reply. Place the file subject class=
ification in the "Cross Reference” block on

copy #1 anc file 1t alphabetically by source to
serve as a finding media for all correspondence
filed in the subject file,
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